Virginia’s Department of Small Business and Supplier Diversity

SWaM Dashboard User Manual



View the SWaM Expenditure Dashboard

Please click on the SWaM Dashboard link located on the right side of the SBSD main website: http://www.sbsd.virginia.gov

OR

Go to the Dashboard site directly at this link: https://portal.bfountain.com/virginia/index.jsp
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Public View

To view the expenditures and analysis on the Dashboard, a logon name with password is not required. It is
required for submitting data to the Dashboard and reviewing the agency’s detailed transactions only.
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Access to Agency Expenditure Sites

A logon name and password are required for submitting data to the dashboard and reviewing the agency’s detailed
transactions. You can request for access online at the SWaM Dashboard Home page.

o Click on “Request Access” (see below)
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SOV S 360,768 17 (0. 10%) iz 42 00%
Total $ 372,735,381 18 e

= Month: Apr 2014

o

s

I

CQuarterly Data
Yearhy Mata - —

e Enter required information into the online form

e Select your agency or agencies

e Select your “Role” — Most of state users are “Agency User” and each agency can only have one (1) “Agency Plan
Administrator” who is in charge of Annual Agency SWaM Plan” submission

e Click “Submit” button

e You will receive your password in a system generated email and then you can click on “Login” to see your agency
information

e |f you forget your password after it is issued to you, click on “Login” and “Forgot Password” in the next screen. The

system will send you a new password to your email address.



Once you log into the application, there are a number of icons in the top right corner of the screen to guide you through
the dashboard.

N Current user: Administrator | Logout
Commonwealth of Virginia ?
DiversityView - Dashboard M ﬁ * '\

Summary, Secretariat Ethnicity. Functional Area Vendors

o Go to Homepage
Takes you back to the homepage you have designated. The default homepage is the summary tab. Each user can designate their own home page and

navigate directly to that page when they log in.

Go to Dashboard Area
Selecting this button takes the user to the default dashboard page: the Summary view.

9% Go to Data Area
Takes the authorized users to the administrative area where they can manage their transactions, subcontractor data and their annual SWAM plans.

? Help



# Diversity Dashboard and Analytics

To see further details or alternate breakdowns of agency SWaM expenditures, click the tabs located at the top of the

graphical chart on the DMBE Dashboard.
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be used during their future logins.
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To analyze the data for a specific agency, the user can click on the name the current entity (Secretariat,
Agency) in the content area, and selecting an alternate agency from the list.

Expenditure Summary
Monthly Data

= Month: Aug 2012

SBE $ 115,507,500.862 (20.45% )
WBE $ 18,137,224 20 (3. 21%)

I MBE S 20,320,058.51 (2.80%)
SWiAaM £ 153,964,783.33 (27.2T%)
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The application is tightly integrated with the SWAM Procurement plan and the dashboard shows the percentage of the
current diversity expenditures against their current fiscal goals for all agencies.
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Authorized users will also be able to view the expenditure trends by vendor. Trends are available by month, quarter or
year based on the period selected.

Diversity Spend Analysis by Vendor

.E'ii(:
& View - =
Vendor Amount
ATCS PLC $ 5,408,694 56 =

Whitehurst Paving Company, | 3 %088.811.29

K_ MNeal International Trucks, Ing. 5 %178.072.00

MANCON 54122176.45

DLB, IMNC. 54.104,503.00

MAKCO INC $3,568,259.54

TME Enterprises. Inc. 52,870,411.40

LANFORD BROTHERS $267183388

B.P. Short & Son Paving Co., ... 5278780028

Colony Canstruction, Inc. zgzaameas

m 5 2,460,316.20 Mar 2012 Apr 2012 May 2012 Jun 2012 Jul 2012 Aug 2012
S L Williamson Co. Inc. o

SBE qf; WBE gy MBE jj; DBE l

[4 4 |page| 1| + M| & Displaying 1 - 100



To view and download the SWaM expenditure in full (All Secretariats) go to the "Report™ tab for all expenditures for the
correlating periods are shown in detail, drilled down by agency with subtotals and totals.

Ethnicity Functional Area Vendors

Cf Expenditure Report
Commu
[=]|ER
Ewpenditure Summary by Agency -~
Diversity Expenditure Summary by Agency =
Percentage of Expenditures by Agency |i|
Expenditure Summary by Source WBE MBE DBE SWAM Non SWAM Total
Percentage of Expenditures by Source B
Adjustment
Expenditure Summary by Functional Area P 3000 513023 50.00 513023 $962.22 $1,092.45
Self Heparting
Percentage of Expenditures by Functional Area b 213710 391744 50.00 5282741 53348672 535831413
Subcontractor
Expenditure Summary by Ethnicity ¥ = $137.10 5 1,047.67 50.00 § 2,957.64 § 34,443.94 § 37,406.58
#
50.00 50.00 50.00 50.00 $389.39 $389.39
$ 0.00 $0.00 $0.00 $0.00 $ 0.00 §380.39 §380.39
Public Safety
Department of Military Affairs 5 879,869.56 5 258,505.54 55401823 50.00 51,202,794.33 51812128.41 5281482374
Department of Emergency Management 5 345828.42 $8151.55 5 66.00 50.00 5 354 045.97 5417 278.91 577132488
$ 1,225,697.98 § 277,057.09 § 54,085.23 50.00 § 1,556,840.30 § 2,029,408.32 § 3,586,248.62
Administration
Department of Human Resource Management S 801,954.95 g£182.07 £1,783.54 £0.00 § 803,930.96 5 69,096.57 5 873,027.53
State Board of Elections 5 111,550.60 54517225 5 10,685.27 50.00 5 167 408.12 5 502,228.60 5 669,636.72
§913,515.55 § 45,354.32 $ 12,469.21 50,00 §971,339.08 § 571,325.17 §1,542,664.25 i
Copyright ® 2010-2012 | Binary Fountain Inc. All rights reserved.




Download SWaM payments:

The ad-hoc search tab is located at the farthest right of the tabular area on the dashboard. This will allow authorized users
of an agency to see all the detailed expenditures posted according to the period and type of expenditure. The search
function for the dashboard is located on the top right hand corner of the reporting area. Once clicked, a pop-up window for
search parameters will appear.

tin,
Search transactions

Search Parameters: Aug 2012

Agency:
Select agency El

Vendor Id: Vendor Name:

It's Snack Time

Enterprizs

Carolina Clean

Ethnicity Name: Functional Area Name:
Select ethnicity El Select functional area El

G4S Integrateq

After Hours

Source: Contract Id:

Select source

G4 grateq
) ) Search record
Lmerican Pridg




» Dashboard Data Management

Overview:

Access to the SWaM dashboard is required for submitting data to the Dashboard and reviewing the agency’s detailed
transactions.

Subcontracting expenditures are also submitted on the dashboard.
All transactions are maintained in one of three states —

o Transactions are on Hold as soon as they are entered into the system. They remain in this state until the transactions
are approved to be included into the dashboard.

o When the dashboard is refreshed, all approved transactions are rolled into the dashboard and they enter the Posted
state. All transactions remain in this state while they are in the dashboard. You can modify or adjust any transaction in the
system and it will then be placed back in the Hold status until the approval cycle works all over again.

The dashboard refresh of SWaM Expenditures is performed monthly around the 20th of each month for the previous
month. It is not a real-time system. If April expenditures are reported late, after the refresh date has passed, the amounts
will not be automatically included in the posted April expenditures. You can always view what state your transactions are
currently in. Using the “View” menu in the data management screens, you can choose to see all the transactions (default
view) or filter only the transactions in one of the three states.



To Make Adjustments:

Adjustments are used to change the value of CARS and Purchase Card transactions. While the original transactions cannot
be altered, the adjustments will replace the original transaction. You can change the Vendor Id, Vendor Name, and the
amount of the transaction (just enter the new amount that should replace the original on the CARS or Purchase Card
transaction).

Please note that while you can edit self-reporting transactions, you can only adjust CARS and Purchase Card
transactions.

S Welcome Angela Chiang | .
Commonwealth of Virginia

¢ System Administration A 7 i 9%

(f‘ Transaction Management i 2

System Administration

Adjust Transaction
~l

Workspace View - Posted Transactions ~, - ol x
-U“: T T T ) - . - - — |:__|, \‘_"'I

|:| Source Name Agency Name Vendor Mame Amount Post Date Qﬁu; ~ Actions

[ cars Department of General Services BUTTERBALL LLC 514,026.27 Feb 2015 Posted %_ﬁ o
[ | cars Department of General Services NATVE GREEN LLC 53589725 Feb 2015 Posted L_é

[[] cARs Department of General Services MCDONOUGH BOLYARD PECK INC 55499.00 Feb 2015 Posted L_é

[ | cars Department of General Services WILEY AND WILSON 5 3,303.00 Feb 2015 Posted L_é

[ cams Department of General Services MANSFIELD OIL COMPANY $21.06 Feb 2015 Posted L_é

[ | cARS Department of General Services MANSFIELD OIL COMPANY 570.61 Feb 2015 Posted L_é

[ CARS Department of General Services MANSFIELD OIL COMPANY 54812 Feb 2015 Posted L_é

[ | cars Department of General Services MANSFIELD OIL COMPANY $260.13 Feb 2015 Posted L_é

|:| CARS Department of General Services MANSFIELD QIL COMPANY 58456 Feb 2015 Posted L_ﬁ‘

]| cars Department of General Services MANSFIELD OIL COMPANY 51279 Feb 2015 Fosted L;\

[[] cars Department of General Services MANSFIELD OIL COMPANY 52805 Feb 2015 Posted L_é

[C] CARS Department of General Services NATIONAL SANITARY SUPPLY INC 52731.02 Feb 2015 Posted L_é

[F] cARs Department of General Services TOWA INDUSTRIES LLC 523896.80 Feb 2015 Fosted L_A

[ | cars Department of General Services TOVA INDUSTRIES LLC 5143.70 Feb 2015 Posted L_é v
M1 cARS Deoartment of General Services SOUTHERN DODGE CHRYSLER JEEP RAM 5171846 64 Feb 2015 Posted [

s M@



The search function for the transactions is located on the top right hand corner of the transaction management area. Once
clicked, a pop-up window will appear to specify search parameters.

~= Transaction Management # %

-

\

Waorkspace View - Transactions on Hold

Sgurce Name Agency Name Vendor Name
CARS Department of Behavioral Health and Devel...  TD EQUIPMENT FINANCE
CARS Department of Behavioral Health and Devel...  TD EQUIPMENT FINANCE
CARS Department of Behavioral Health and Devel...  TD EQUIPMENT FII
CARS Department of Behavioral Health and
CARS Departmen Search transactions
CARS Departmen
CARS Departmen Search Parameters: | Select Year [~
CARS Departmen
Agency:
CARS Departmen Select agency
CARS Departmen
& Vendor Id: Vendor Name:
CARS Departmen
CARS Departman Source: Contract Id:
CARS Departmen Select source =]
1 e

Copyright ® 2010-2012 , Binary Feuntain Inc. All rights reserved.

£010-07-01

2010-07-01

.43 2010-08-01

-188,144.20 2010-08-01

% | 110-08-01

110-08-01

10-11-01

10-11-01

EI 110-11-01
10-11-01

11-03-01

111-03-01

111-03-01

111-03-01

POROUUDDDODUDRPLDDODRDE




Correcting Transactions and Uploading Adjustments

Adjustments are changes to existing transactions and cannot be uploaded directly into the system without referring to the
CARS or Purchase Card transactions that are being adjusted. The system uses a different three-step process to upload
adjustments to the dashboard.

N

No oo

- | Download ~ Upload ~

e ® CSV Fie (Exce | New Transactions
® CorrectTransactions F | @ Delmted Text Fie

OA Transariian
BOA Transactions Excel Spreadsheet

Download CARS Transactions

@ Upload
j‘\ Edit/Correct @

Download the transactions to be adjusted using the “Download” menu item in the Transaction Management screen.
Make the necessary edits to the downloaded transactions. Update the status column in the downloaded file to show
the nature of the change.

The status column must be set to Update for a record to be updated.

The status column must be set to Delete for a record to be deleted.

Upload the modified transaction file back through the “Correct Transactions” link under the “Upload” menu item.
Corrections to CARS and P-Card transactions result in Adjustments.

Corrections to self-reporting transactions are entered in place — the original transactions will be modified with the
updated values.

CARS and P-Card transactions cannot be deleted — the system will show an error in the output logs.




Entering Expenditure Data - Self Reporting Agencies:

In the “Transactions” area, click on the “Add Record” menu item located on the top left hand side of the Transaction
Management screen. A pop-up titled “Add new transaction data” should appear. Fill in all the required data and click
“Update Record” to add a new transaction.

Transaction Subcontractor, SWAM Plan File Transfers

- Transaction Management

Workspace View - Transactions on Hold [=]1F"4

rrrrrr Hame Amount
al Heatt evel.. Tl T FINA 189, -
Adjust Transaction =
N Post Date: Contract 1d:
2010-09-01 [o]
Depa 0-0
Agency Name:
Cdl e LEIEIETTEET Department of Behavioral Health and Developmental Services [=] i
AR Department of Beh 0-0
Vendor Id: Vendor Name: =
CARS Department of Beha| | [ 10381697 TD EQUIPMENT FINANCE o- =
CARS Department of Behal | Source Name: Amount: Transaction Date: 0- vl
Adius -1825.77 0010-09-01 C
oEs - Adjustment =] 77 o . 5
ARS epa Notes: o 3
ARS = 11-03-01 B
ARS cpal 11-03-01 B
ARS cparts 11-03-01 B
AR Department of S8 | Wote: Thic adi emert will repince e CARS record from Department of Behaviaral R 4t

Health and Developmental Sepvices to TD EQUIPMENT FINANCE (10381697 for
the amount of 6 1,B25. 77 daied BR/D1/0010 ond pocted o 09/01/2010

Uploading Self-Reporting transactions
Uploading an excel spreadsheet is also another option available to enter self-reporting data.

Choose the “Self-Reporting Data” option in the menu called “Upload” in the transaction management screen. Select Excel
Spreadsheet. A pop up (below) will appear. Upload the file and click “Submit”.



Setup Vend Transac Subcontractor Document SWAM Plan Security
Transaction Management
System Administration

Workspace View - All Transactions [=]IES
E ] - ew ~ Do ER
D Source Name Age Amount Post Date Status « Actions
[T self Reporting No 5212400 Sep 2011 On Hold & 2 @ -
[C] =elf Reporting Horthern a i L [TOET RO 54,095.00 Sep 2011 0n Hold [
[C] =elf Reporting Northern CARS Transactions "AOMNE 517,481.16 Sep 2011 On Hold |;| Q B F
|:| Self Reporting Morthern Virginia Mental Health Institute ENDLESS SUMMER AQUATIC $35.00 Sep 2011 On Hold El Q @ ‘E
|:| Self Reporting Morthern Virginia Mental Health Institute ENDLESS SUMMER AQUATIC $187.50 Sep 2011 On Hold El Q @ B
D Self Reporting Morthern Virginia Mental Health Institute ENDLESS SUMMER AQUATIC $627.18 Sep 2011 On Hold El Ed @
D Self Reporting Morthern Virginia Mental Health Institute HOMETOWNE GARAGE INC $1,016.85 Sep 2011 On Hold El Q @
D Self Reporting Morthern Virginia Mental Health Institute Y'OUR FLOORS, INC $1,076.00 Sep 2011 On Hold El Ed B
D Self Reporting Morthern Virginia Mental Health Institute  AMS CLEANING $1,533.50 Sep 2011 On Hold E‘ Q Q
D Self Reporting Morthern Virginia Mental Health Institute  AMS CLEANING $12,254.41 Sep 2011 On Hold E‘ Ed B
[F] Self Reporting HNerthern Virginia Mental Health Institute  SHI CORP $153.00 Sep 2011 On Hold o ==
[F] Seif Reporting Horthern Virginia Mental Health Institute  SHI CORP 516750 Sep 2011 On Hold [ ]
|:| Self Reporting Morthern Virginia Mental Health Institute  SOSMETAL PRODUCTS 511821 Sep 2011 On Hold |;| Q B
|:| Self Reporting Morthern Virginia Mental Health Institute  SOSMETAL PRODUCTS $179.19 Sep 2011 On Hold |;| Q Eﬂl
7] 2aif Danactinn Nnrtharn \irsinia Hantal Haakh Instiute LT DUIMEMC £0 2 12190 Can 3011 A Kl [ [ [ S

page| 1[| P M | & D 00

Upload Transactions X
File Type: Excel Spreadsheet
Name of the tab Number of

Name of the worl t Number of header rows:

within Excel —')5'*“‘1 L <€ header rows
(Case Sensitive) (typically 1)

The file to upload
File Layout:

Column Field Name Field Type

1. Source Code Text

2 Agency Code Text
Note: The il Vendor Tax 1D Number (3 digits)
Header format b Ventioriteme et

3. Transaction Date Date as MM/DD/YYYY
Of the excel nl e Transaction Type Text
sheet to be as 7 Comractio Text
follows: .. Amount Decimal (222.22)

9. Notes Text

10. Post Manth Number (1 - 12)

o 11. Post Year Number (20xx)

Vendor Name Transaction Date Transaction Type Contract ID Amount Notes Post Month Post Year

1

2 Self Reporting 2327425687568 Maxwell Corp. Unspecified C5M-12346 20000.00 WB 2 e
3  Self Reporting 222774305 Scienchific Instruments Unspecified C567-87432 3125000 SB 2 201
i



Once the file is uploaded, the entries will appear in the Hold state, awaiting SBSD approval. The user can edit
expenditures that requires editing or correcting, prior to SBSD approval and dashboard refresh.

Entering Subcontractor Data

In the “Subcontractor” area, click on the “Add Record” menu item located on the top left hand side of the Subcontractor
Data Management screen. A pop-up titled “Add new transaction data” should appear. Fill in all the required data and
click “Update Record” to add a new transaction.

Setup Vendor, Transaction Subcontractor. SWAM Plan File Transfers Security

& = Subcontractor Data Management

Subcontractor Contract id
U Edt Transaction - 37587
Post Date: Contract Id:
2012-09-01 | |ep73sszy
Agency Name:

Piedment Virginia Cammunity College

Prime Vendor Tax Id: Prime Vendor Name:
541040308 Cavalier Services Inc.

Subcontractor Tax Id: Subcontractor Name:

540573569 Lawrence Sanitary Company, Inc.
Amount: Prime Vendor Contact Email:
421.61

Transaction Date: Subcontractor Contact Email:
2012-10-26 [c)

Notes:

" [update record




The search function for the subcontractor transactions is located on the top right hand corner of the transaction
management area. Once clicked, a pop-up window will appear to specify search parameters. One or more of these
parameters will help to filter the records in the current screen.

Transaction Subcontractor, SWAM Plan File Transfers

{ & Subcontractor Data Management

-

Workspace View - Transactions on Hold

A Name P becontract
Ini truction Co Structural Steel Co
English Construction Co B & B Electric & |-d |
English Censtruction Co Special Renovation

T Cavalier 2 2earch subcontractors

Little: Divef 12-09-01 2 2=
smplex g Search Paramewgs: | Select vear =] TimT
Computer.  Agency: 2012-09-01 Z R E
Little Dived Selact agency El 2012-09-01 2R =
Morthern Virginia Community Little Dived Prime Vendor Id: Prime Vendor Name: 2012-08-01

Sub Vendor Id: Sub Vendor Name:

Contract Id:

Search record

1

Copyright ® 2010-2012 , Binary Fountain Inc. All




Uploading an excel spreadsheet is also another option in entering subcontractor transactions. Click the menu called
“Upload” in the subcontractor data management screen. Select Excel Spreadsheet. A pop up (below) will appear. Upload
the file and click “Submit”.

New Subcontractor Transactions X
File Type: Excel Spreadsheet
Name of the tab Number of
. . Name of the worksheet: Number of header rows:
within Excel s Sheet] 1 € header rows
(Case Sensitive) File: (typically 1)
tnqc\s_ No file chosen
Submit The file to upload
File Layout:
™  Column Field Name Field Type
Agency Code Text
% Prime Vendor Tax 1D Number (9 digits)
N Th 3. Prime Vendor Name Text
ote: € 4. Sub Vendor Tax ID Number (9 digits)
Header format 5. SubVendor Name Text
of the excel +-l 5. Transaction Date Date as MM/DD/YYYY
sheet to be as 7. Transaction Type Text
follows: 8. Contract ID Text
8. Amount Decimal (zz=.22)
10. Notes Text
11. Post Month Number (1 - 12)
- Post Year Number (20xx)
J30 v Jx
r A 8 T D E F G H ] J K L _\
| 2 m TERITESA2 Microsoft Corp. 213425365 Fortis Ine Unspecified C461S8543 76512 34 Secunty Module © a0
|3 2 TERITE542 Microsoft Corp 4ETASEOTT Mevston I Urspecified C461-9543 85500 Design module 13 20
4 m TEBITE542 Microsoft Coep 978548977 Galileo Coep Unepecified C46138543 3000000 Design mockde © am

Once the file is uploaded, the entries will appear in the Hold state, awaiting SBSD approval. The user can edit
subcontractor transactions that requires editing or correcting, prior to SBSD approval and dashboard refresh. The process
Is similar to the steps in the transaction screen.



Correcting Subcontractor Transactions

While the system allows the user to edit subcontractor transactions one at a time, the user can also choose to correct a set
of these transactions using the three-step process shown below.

=

o1k w

~ | Download ~ Upload ~

® ® CSVFie (Excel Ul New Subcentractor Transactions

® Correct Subcontractor Transactions F | ® Delimted Text Fie
Excel Spreadsheet

Download

@ Upload
N Edit/Correct @

Download the subcontractor transactions to be edited using the Download link in the dashboard.

Make the necessary edits to the downloaded transactions. Update the status column in the downloaded file to show
the nature of the change.

The status column must be set to Update for a record to be updated.

The status column must be set to Delete for a record to be deleted.

Upload the modified transaction file back through the “Correct Transactions” link.

Data Collection of Total Expenditures for SWAM Report:
http://www.sbsd.virginia.gov/swampurchasingandexpenditure.html

Total Expenditure Extraction for SWaM Reporting (PDF) | (Word)
Data collection of Total Discretionary expenditures for SWaM quarterly reports.

Reportable Object Codes for SWaM reports (PDF) | (Word)
Reportable CARS Object Codes object code 1272 has been changed to 1273, 1249 and 2277 have been added (Current as of April 2007).

SWaM Purchasing Card Reporting Guidelines (PDF)
Projected Small, Women and Minority (SWaM) reporting dates FY10.

SWaM Dashboard Data Update Schedule (PDF)

SBSD Secure FTP User Guide PDF)
Installation of the file transfer software and downloading certified vendor list.




